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Chapter 1
INTRODUCTION

1. OVERVIEW

A. This guide provides guidance for A-76 independent reviews required by AFl 38-203, Commercial
Activities Program, and AFl 65-504, Independent Review of Commercial Activity Cost
Comparisons. The guide contains procedures to determine the currency, reasonableness, accuracy,
and completeness of a commercid activity (CA) cost comparison. The format and review steps
provide uniformity in the method, scope, and depth of the review process.

B. An independent review is mandatory for dl Government cost estimates developed for cost
comparisons (including streamlined cost comparisons) and direct conversons. The purpose of the
independent review is to provide the Air Force assurance the in-house cost estimate was prepared
according to applicable directives. The review ensures the in-house codt edimate is sufficiently
complete with respect to the Performance Work Statement (PWS), Most Efficient Organization
(MEO), and the COMPARE generated cost comparison form. The in-house cost estimate must be
fully documented and stand on its own without any further interpretation.

C. In the Air Force, the Deputy Chief of Staff, Plans and Programs, Manpower, Organization, and
Qudity (HQ USAF/XPM) is the office of primary responshility (OPR) for the Commercid Activities
(CA) program. AFCQMI/MQCB is the Air Force CA program adminigtrator. At base level the
servicing Manpower and Qudity office is responsble for peforming CA cost comparisons. The
Deputy Assistant Secretary, Cost and Economics (SAF/FMC), is OPR for independent reviews.
Magor command (MAJCOM) headquarters financid andysis offices are responsible for independent
reviews of cost comparisons involving 20 or more workyears. The purpose of command headquarters
review of larger cost comparisons is to safeguard the independence of the reviewer. At baselevd, the
financid andyds office is respongble for cetifying dl cost comparisons involving less than 20
workyears. However, base level analysts may participate in larger cost comparison reviews (20 or
more workyears) if a MAJCOM headquarters requests their assstance. Command headquarters may
delegate a base- or wing-level analyst to complete the entire review task. MAJCOM/FMAS may aso
designate an independent reviewer from a wing or inddlation other than that where the function under
study will be performed. MAJCOMs must authorize such delegation in writing, either by memorandum
or message. MAJCOM/FMA should discuss the delegation with the Chief of the wing- or base-leve
andyd’s office prior to such natification. The authorizing MAJCOM document must be included with
the documentation for the review. If aMAJCOM ddegates base- or wing-level anaydsto perform the
review, the MAJCOM retains responghility for ensuring that the review process is conducted
thoroughly with sufficient independence from ingdlation pressures that the andyst can rase any
questions contained in this manud.

Independent evaluation is critica to support Air Force decisons which affect the success of the Air
Force misson, government jobs, and contractor livelihoods. The sensitivity of this review and
certification cannot be overemphasized. Reviewers may be cdled on to testify in law suits againg the
government to explain specific areas of the cost comparison which were certified in the review process.



[1. POLICY AND OBJECTIVES
A. Policy

1. The independent review fulfills the requirements in OMB Circular A-76 (Revised), 4 August
1983, specificaly: "All cost comparisons must be reviewed by a qudified person from an impartid
activity which is organizationdly independent of the commercid activity being sudied and the activity
preparing the cost comparison.” The review ensures that the servicing Manpower and Qudity office
prepared the cost comparison according to proper A-76 procedure as found in AFP 26-12, as
supplemented by HQ USAF,; see Chapter 4 for list of directives and HQ USAF-issued supplementa
indructions. The review determines if the in-house cost estimate is derived from the requirementsin the
Performance Work Statement and solicitation documents.  The review of the in-house cost estimate
includes those cogts that can be determined before the in-house cost estimate is submitted to the
contracting office, and those costs that are determined when the cost comparison is performed (after bid
opening) and the cost comparison form is completed.

2. To maintan impatidity and independence, the reviewer must not participate, in
preparing the in-house cost estimate. To prevent inadvertent participation by a potentia reviewer,
the base comptroller should gppoint areviewer or reviewing team immediately after the formation of the
base cost comparison steering group. For cost comparisons flagged for mgor command (MAJCOM)
financid management anadyss (FMA) cetification, the comptroller immediately establishes an FMA
point of contact. (Note: For some commands, the OPR for independent reviews may be FMC or
some other office symbol. In such cases, later references to FMA in this guide refer to the appropriate
OPR.) During the review process, the reviewer must not revea the summary information from the cost
comparison outsde the FMA or Manpower and Qudity office. This is a sendtive area and even the
appearance of a conflict of interest between the reviewer and government employees or potentia
contractors cannot be tolerated.

3. This guide is organized according to AFP 26-12 (as supplemented by HQ USAF), which
explans the line-item categories necessary to develop and document a cost comparison.  The guide
includes the review steps necessary to form a judgment as to the currency, reasonableness, accuracy,
and completeness of the cost comparison and its conformity with AFP 26-12 (as supplemented by HQ
USAF) and AFMAN 64-108, Service Contracts Use the guide as a workbook and ®urce of
documentation to support the review process. The preparer of the cost comparison (not the financia
andysds office) should correct any errors in computation or omisson of required data.  The reviewer
should quedtion dl line-item entries as to their accuracy, completeness, and sufficiency of supporting
documentation.

4. The independent reviewer coordinates on the PWS before it is findized to ensure it meets
the requirements outlined in Chapter 2. The anadyst may review the MEO prior to completion of the
Government cost estimate or choose to wait until the cost estimate is completed. Regardless of the
method, the andys provides the results of al reviews (interim and find) in writing to the servicing
Manpower and Qudity office performing the cost comparison. Interim review satements should
emphadize any sgnificant discrepancies or omissons requiring immediate corrective action. Only issue a
find review statement when al mgor problems have been resolved; however, a find review satement
should note any remaining Minor errors or omissions.

5. If acogt comparison satisfies the review in terms of scope, depth, and documentation, the
reviewer Sgns the cost comparison and a find review statement indicating the cost comparison follows



existing guidance. For mgor studies (20 or more workyears), only the MAJCOM reviewer may Sign
the cost comparison form at the "Independent Reviewer” block, unless the review has been delegated to
a base or wing analyst as discussed in paragraph 1.C. above, in which case the delegated andyst may
sgn the cost comparison, indicating both his or her base or wing office symbol and the office symbol of
the MAJCOM office which delegated the review.

6. The base-leved servicing Manpower and Qudity office sends the base level FMA dl cost
comparisons requiring independent review. Servicing Manpower and Qudity offices should give
comptroller offices as much advance naotice as possible of the need for afuture review. Should the cost
comparison require MAJCOM financid anaysis office certification, the base FMA will send the review
materid to their respective command headquarters FMA. On completing the review, the base-levd
FMA returns the cost comparison to the servicing Manpower and Qudity office. MAJCOM financia
andysis offices may require a copy of gppropriate documentation to be maintained a8 MAJCOM levd.
(See paragreph V of this chapter for required documentation.) The appropriate review materid
includes. the PWS, the Quality Assurance Survelllance Plan, the Contract Adminigtrator’s Plan, the
Management Plan (includes the MEO, Technicd Performance Plan for best vaue procurements,
Trangtion Plan, and Government cost estimate), the contract solicitation, and al other supporting
documentation.

B. Review Objectives
The objective of an independent review is to substantiate the currency, reasonableness, accuracy, and
completeness of the cost comparison. Further objectives are to:

1. Deermine whether the PWS is consstent throughout, is accurate and clearly States the
workload requirements to estimate the costs of in-house or contract performance.

2. Determine whether the PWS complies with AFMAN 64-108.

NOTE: The reviewer should generdly follow functiond, contracting and lega requirements which are
based on the congdered judgment of experts who are charged with developing the activity's minimum
essentid requirements, determining the necessary tasks, complying with acquigition regulations, writing
unambiguous enforceable contracts, and complying with statutes and decisond law affecting the federa
procurement process.

3. Asaure the in-house cost estimate is based on the same PWS and performance standards as
contained in the solicitation.

4. Determine whether the Management Plan, which includes the MEO and in-house cost
estimate, have been developed, are based on the same requirements and workload in the PWS included
in the solicitation, and have adequate supporting documentation.

5. Determine whether the estimates of government costs were complete, reasonable, accurate,

and prepared according to AFP 26-12 (as supplemented by HQ USAF).

6. Ensure the supporting documentation is sufficient so the package stands on its own without
further interpretation.

I1l. RESOURCE ALLOCATION
A. Preparation



1. To prepare for areview, examine AFP 26-12 (as supplemented by HQ USAF), AFMAN
64-108, the steps in this guide, and any Air Force guidance issued since the publication of these
documents.

B. Review Time

Depending on the complexity of the cost comparison, the reviewer should complete areview of
the PWS and MEO in 5 to 10 workdays and a cost data review in 5 to 10 workdays. These estimated
times refer to direct work time. For planning purposes the steering group should generdly dlow four
weeks for sngle function cost comparisons and six weeks for multi-function cost comparisons for the
independent review. For highly complex cost comparisons, additiond time may be required. In
edablishing review milestones, ensure time is alowed for correction and subsequent review of any
ggnificant problems Also dlow time for MAJCOM review, if gpplicable. The dteering group, in
coordination with the comptroller, must set the specific time alowed for the independent review. If
review materids are provided incrementdly over time (e.g., PWS, then MEO and cost comparison
form at later dates), then the milestones set by the steering group would not be applicable, though the
generd guiddines for times to complete segments of the review (above) continue to be appropriate.
Supervisors should, to the extent possible, dlow reviewers to concentrate on the independent review
once they have recelved review materids, and, depending on the andyst’s experience, dso dlow time
for prior preparation by studying Air Force guidance. Once review materials have been received, an
independent review is generdly a full-time task at least until interim or find review statements have been
issued. Since independent reviews are a step in the cost comparison process which must be completed
prior to proceeding with other steps in the process, comptroller personnd should make every effort to
expedite the review process.

C. Due Dates

The chairperson of the steering group sets the due dates for reviews, coordinating with the
comptroller (for MAJCOM reviews, coordinating with the financid analyss office director). However,
ggnificant errors or omissons resulting in a nonconcurrence, correction, and subsequent review of the
cost comparison have precedence over due dates. Significant errors or nonconcurrence should be
brought to the immediate atention of the chief of the financid andyss office and the chief of the
sarvicing Manpower and Qudity office.

IV. GENERAL REVIEW GUIDELINES
A. Generd

Cost comparisons consgder dl sgnificant costs both for government and contract performance.
However, common codts (i.e., costs that would be the same for either in-house or contract operations)
are not computed, but must be identified by type of cost and included in the cost comparison
documentation. Examples of costs which may be common (depending on the circumstances of the
particular cost comparison) are. government-furnished equipment, materid, supplies, and facilities. Be
careful, however, in examining the requirements in the PWS. Some types of cods (eg. supplies) may
be common costs in one cost comparison but not in other cost comparisons.

B. Prorating a Performance Period



When the period of performance is less than a full year (usudly the first period), d cost
elements, except one-time converson costs, should be prorated over the number of months in the
performance period.

C. Rdationship to the Budget

The reviewer must ensure that the requirements of the cost comparison, whether they would be
accomplished in-house or by contract, have been coordinated with the ingalation budget office.
Especidly if the PWS specifies higher levels of support, ensure the changes have been gpproved and
are programmed in the budget. (The key consderation is whether the budgets of these organizations
would be revised if the mode of operation of the function undergoing cost comparison is changed.)

D. Inflation

Ordinarily inflation factors are gpplied to cost comparison estimates. Only factors provided by
HQ AFCQMI may be used for A-76 cost comparisons. These rates are subject to change. Make
sure you have the latest factors. The most recent factors can be found on the SAF/FM C home page.

NOTE: Not dl cogts are inflated in the outyears. Some examples are personnel costs subject to
Economic Price Adjustment (EPA) clauses, depreciation costs for facilities and equipment, and codts of
minor items
E. Rounding Rule

AFP 26-12 (as supplemented by HQ USAF) ingtructs the preparer to round al entries on the
cost comparison form to the nearest dollar. Round down from 1 to 49 cents and round up for 50 cents
and above.

V. DOCUMENTATION AND REPORTING REQUIREMENTS
A. Documentation

1. Documentation provides a record illustrating that completed cost comparisons are current,
reasonable. accurate, and complete with respect to AFP 26-12 (as supplemented by HQ USAF),
AFMAN 64-108, and this guide. As a minimum, comptraller offices should maintain the following
documentation to protect the reviewer and the government if the cost comparison is ever contested or
audited:

a A copy of the solicitation package, the signed and certified cost comparison form and
supporting documentation, and al changes up to and including the fina certified copy of the cost
comparison.

b. A copy of the management plan, which includes the MEO and in-house cost estimate, and
any documents which tie them to the PWS. (If the solicitation package and management plan are readily
accessible in the serving Manpower and Qudity office, a letter of reference to that effect suffices as
documentation.)

c. A copy of interim working papers documenting the review process. This guide is a source of
documentation to provide an audit trail of the review. Notes, caculations, references, and contacts may
be annotated or attached to the review steps.

d. A copy of interim and find review statements identifying problems requiring corrective action
and documentation of results. This documentation should include a file copy of the specific problem
aress identified by the reviewer and follow-up corrective action taken by the servicing Manpower and



Quadlity office. Review documentation not only provides traceability but dso indicates the thoroughness
of the review.

e. A copy of the latest cost factors from HQ AFCQM I applicable to the cost comparison.

f. A copy of the civilian GS locdlity pay scade and/or WG hourly pay rates for the base year of
the cost comparison. These schedules and rates are the basis for inflation adjustments to the first
performance period and outyears.

B. Records Disposition

1. Maintain al documentation for independent reviews as for other commercid activity program
documents (see AFMAN 37-139 for disposition ingructions).

2. Before bid opening or contract award (in the case of negotiated acquigtions), al cost
comparison documentation is sendtive data, is consdered "For Officid Use Only," and is secured (i.e,
by lock and key). In addition, no individua without a “need to know” should have access to the cost
comparison data. Supervison of areviewer suffices as a“need to know.” Thus comptroller personne
in the chain of command above a reviewer may have access to cost comparison data for the purpose of
evauating the reviewer's work or coordinating on packages. Reviewers, and al other comptroller
personnel with access to the cost data, must read DODD 5500-7 and sign a statement acknowledging
the respongbility not to reved sendtive cost comparison data. The servicing Manpower and Quality
offices provide the required statement. Forward signed satements adong with the find review
certification to the servicing Manpower and Quadlity office. After contract award, or beginning of in-
house performance, al documentation may be stored in office files without extra security (i.e., lock and
key). If, prior to contract award or beginning of in-house performance, anyone without a “need to
know” has had unauthorized contact with cost comparison materids, notify the servicing Manpower and
Quadlity office immediately.

NOTE: If acost comparison is flagged for MAJCOM certification, the Manpower and Quality office
forwarding the package for review includes a draft satement for the reviewer to assgn, affirming that
the reviewer has read and understood DODD 5500-7.

C. Reporting Requiremerts

1. Report the review results to the servicing Manpower and Quality office. If errors or
omissons are noted during the review, document the results and provide a report to the servicing
Manpower and Quality office for corrective action. A find certification will not be issued until the cost
comparison conforms to the requirements in AFP 26-12 (as supplemented by HQ USAF), AFMAN
64-108, and any supplementa guidance. The following reports may be issued during the review:

a  Interim Review Statement
b. Fnd Review Statement
2. If conflicts arise during the review process which are not resolvable a base leve, the
inddlation financid andyds office natifies the MAJCOM manpower and financid andlyss offices in
writing of the need for assstance in reaching an agreement. MAJCOMSs should notify SAF/FMCE of
any conflicts which are not resolvable at MAJCOM level. SAF/FMCE will work such disagreements
with HQ USAF/XPM or HQ AFCQMI.

V1. SIGNIFICANT ERRORS



A. Nature of Sgnificant Errors

A ggnificant error is an eror in procedure, costing, or documentation which may, if not
corrected distort the fina outcome of the comparison or result in a successful protest by its existence.

Throughout the course of the independent review there are particular steps which are
consdered sgnificant enough to be reported immediately in writing to the servicing Manpower and
Qudity office. In this guide a significant procedura or documentation error is indicated by an asterisk
(*). All cogting errors should be considered a least potentidly significant.
NOTE: There may be other non-asterisked steps which the reviewer feds are dso sgnificant and
should be immediady reported to the servicing Manpower and Qudlity office. A sgnificant error in
procedure or documentation may be a matter of judgment by the reviewer. Any eement required by
this guide, AFP 26-12 (as supplemented by HQ USAF), or AFMAN 64-108, which isnot foundin a
cost comparison isa sgnificant error (unless awaiver has been granted by HQ AFCQMI or AF/XPM,
which must be documented).
B. Significant Errors and Interim or Find Review Statements

Significant errors are such that they must be corrected prior to cetification.  Minor
discrepancies and additional comments or recommendations of a less significant nature can be reported
to the sarvicing Manpower and Quadlity office atached to the interim or find review for correction.
NOTE: Only manpower personnd actualy make corrections in cost comparison documents. The
Interim Review Statement may thus be forwarded more than once for the same independent review: for
example, if the review is conducted in sections such as PWS firgt, then MEO, then cost data.
C. Examination of Responsesto Interim Review Statements

An independent reviewer must carefully examine any responses to Interim Review Statements
from the servicing Manpower and Qudity office or from functiond OPRS, especially to sgnificant
metters.  Carefully examine such responses to see if any significant errors described in the Interim
Review Statement have been adequately addressed. If the reviewer feds that Sgnificant errors have not
been corrected, he or she should immediately discuss this with the servicing Manpower and Qudity
office and, if dill unresolved, notify the base financid andyss chief (for command reviewers, the
MAJCOM Director of Financid Anayss) of problemswith certification.

VIl. OPTIONAL ON-STEVISITS

A. Conditions

On-dte vidting is an optiona means of substantiating the accuracy of documentation in the

process of an independent review. The individud andyst or team of andysts should consult with their
supervisor, the project officer responsible for the function, and the director or chief of the responsible
financid andysd's office when determining the advisability of an on-dte vist. Especidly if the reviewer
works on the ingdlation where the function will be performed, a vigt to the Ste of performance would
not be costly and may asss the reviewer in rasing questions about PWS equirements or specid
circumstances (e.g., security badges for potentia contract employees to access aflight ling). Even if not
located at the ingdlation where performance will take place, a Ste vist may be of vaue. Especidly in
“new dart” dtuations (e.g., conversons from contract to in-house and new requirements), a dte vist
may help the reviewer vaidate PWS requirements.

B. Purpose



One purpose of an on-dte vigt may be to review documentation for consstency with data
previoudy submitted. Such avist may provide an opportunity to discuss firs-hand any matters that are
unclear and to review source documents difficult to copy or mail.

C. Methods

Methods used in ongte vidts may include reviewing files, job orders or historicd data,
interviewing functiond OPRs, or discussing with the manpower POC the development of an MEO
through the management plan. Any significant findings or discusson in the process of on-gte vigting
should be documented by a Memorandum for Record, which can be included as pat of the
documentation for the independent review.



Chapter 2
PERFORMANCE WORK STATEMENTS

l.. POLICY

Preparation of the PWS s critical Snceit isthe basis for the cost comparison. 1t must be
aufficiently comprehensive to ensure that in-house or contract performance satisfies government
requirements. The PWS must clearly state what isto be done without describing how it isto be done.
The PWS should describe the output requirements of the operation, including the responsibilities and
requirements for facilities, equipment and materid. It should also provide performance standards,
maximum alowable deviation from standard, a method of surveillance, and a maximum payment
percentage. The PWS formsthe basisfor both the in-house and contractor cost estimates.

1. OBJECTIVES
The independent reviewer must study carefully the PWS and solicitation documents which

gpecify the scope of work and leve of performance since they are the basis of both in-house and
contract performance costs. Specificaly:

A. Thereviewer will verify that the steering group has developed a PWS with
requirements which can be identified and priced.

B. Thereviewer will verify that the MAJCOM steering group agpproved the PWS. If
MAJCOM approvd isnot required by MAJCOM poalicy, the reviewer will verify that the base steering
group approved the PWS.

C. Thereviewer will determineif thein-house cost estimate is based on the same PWS
as contained in the solicitation.

1. SCOPE

In regard to the PWS, the reviewer's task is to determine that the PWS complies with AFMAN
64-108. In regard to specific tasks, the reviewer's task is limited to determining whether the PWS data
are consstent, are accurate and clearly state the workload requirements to estimate the costs of in-
house or contract performance. The functional manager is responsible for determining the tasksto bein
the PWS. Contracting and legd personnd are responsible for devel oping contractud language in the
PWS and solicitation which is unambiguous and enforceable, complying with acquisition regulations,
datutes and decisond law affecting the federd procurement process. These responsibilities do not fall
within the scope of the FMA review.

The PWS should accurately describe the essentia and technica requirements for items,
materids, or services including the standards used to determine whether these requirements have been
met. Since the PWS establishes the basdline for the cost comparison, the data should be critically
reviewed to assess their clarity and completeness for cost estimating purposes.

V. REVIEW STEPS

10



Before beginning the actud review of the PWS, review the requirements of AFP 26-12 (as
supplemented by HQ USAF), and AFMAN 64-108. The contract solicitation document also contains
information which isimportant to the development of the cost comparison, such as information on
performance periods, economic adjustment clauses, and, in some cases, contractor insurance
requirements.

NOTE: The numbered steps below and throughout the rest of this guide outline a systematic method of
conducting an independent review. The first number indicates which chapter in this guide the sep is
found. Step 300, for example, isfound in chapter 3.

200 ThePWSreview may be accomplished concurrently with the review of the in-house cost
esimate. However, the PWS review can be accomplished any time following the approva of the PWS
by the appropriate authorities, aslong asit is completed in time for the in-house cost estimate to be
reviewed and sedled prior to receipt of contractor bids or proposals. Any comments or
recommendations resulting from the PWS review should be provided to the steering group chairperson
(servicing Manpower and Quadlity office). Keep abackup copy of any comments or recommendations.

201 This step examines the PWS package and the elements within it to see that dl required elements
are present.

NOTE: Review AFMAN 64-108, Service Contracts, before beginning the next section.

201.1 Check the PWS package to seethat it has the following required parts

201.11 Performance Work Statement YES NO *
201.12 Qudity Assurance Surveillance Plan YES NO *
201.13 Contract Administrator's Plan YES NO *

201.2 Check the PWSfor completeness. Inspect it to seeif it contains al of the
following dements:

201.21 Generd Information (Section C-1) YES NO *
201.22 Definitions (Section C-2) YES NO *
201.23 Government Furnished Property and Services (Section C-3)
YES NO *
201.24 Contractor Furnished Items and Services (Section C-4)
YES NO *
201.25 Specific Tasks (Section C-5) YES NO *
201.26 Applicable Publications and Forms (Section C-6)
YES NO *
201.27 Technicd Exhibits (TES) YES NO *
NOTE: Thefollowing aretypesof TES
1. Performance Requirements Summary YES NO *
2. Workload Estimates YES NO *
3. Maps and Work Area Layouts YES NO *
4. Required Reports YES NO *
5. Government-Furnished Items YES NO *

11



NOTE: First check to see if a Government-Furnished Items TE is present. If so, then check to seeif
the following sections are present:

A. Government Furnished Fecilities YES NO *
B. Government-Furnished Equipment YES NO *
C. Government-Furnished Materid YES NO *
6. Quaity Standards YES NO *
7. Performance Requirements Summary Table (when random sampling is used
as the survelllance method) YES NO

NOTE: Some PWSs may not have government furnished items. Even if thisisthe case, (Section C-3)
should be included in the PWS format, with a statement that no property, equipment or services will be
supplied by the government. Also, there may be cost comparisons in which not every dement listed
above is appropriate for that particular cost comparison. However, a leest in the initid review the
question should be raised if an dement ismissng. If an dement should be present and ismissing, thisis
adgnificant omission (note the asterisks above). If an eement is not appropriate to a particular cost
comparison, then its absence is not significant, though the format may be preserved by including the
section with a comment that it is not applicable. Steps 202 through 208 below look at some of the
above dements of the PWS in greater detail.

201.3 If any neggative responses have been checked under step 201, make a checkmark at
step 209 next to 201.

NOTE: A more detailed examination of the PWS now begins.

202  Examinethe Generd Information section (C-1) of the PWSto seeif it provides an
adequate overview.

202.1 Isthereabrief summary of what the function is and the location a which it isto be
performed? YES NO

202.2 Are personng matters addressed, including the role of a project or contract
manager and any specia requirements of personnd (e.g. security requirements or

specidized traning)? YES NO
202.3 Arerequirements for the contractor to provide quality control addressed?
YES NO
202.4 Arethe government's quality assurance methods addressed?
YES NO
202.5 Arehours of operation specified, including normd duty hours and alist of federd
holidays? YES NO
202.6 If gpplicable, are requirements to support emergencies and contingencies outside norma
duty hours addressed? N/A YES NO

202.7 Areloca requirements regarding subjects such as safety, fire prevention, physica
security, traffic control, energy conservation or other gppropriate concerns
addressed? YES NO
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202.8 Hasthe Generd Information section (C- 1) provided a satisfactory overview of the PWS?

YES NO
202.9 If any negative responses have been checked under step 202, make a checkmark at
step 209 next to 202. YES NO

203  Examine the Definitions section (C-2) to see whether or not it establishes adequate

common meanings for the activities, concepts and terms used throughout the PWS.
YES NO

203.1 Aredl specid termsin the PWS (including technica exhibits) defined so that they
are readily understandable? YES NO

203.2 Haveal acronyms, abbreviations or specid terms been clearly defined?

YES NO

203.3 Haveterms used in the Specific Tasks section (C-5) been clearly defined?

YES NO *

203.4 A good definition should not contain the word being defined. Aredl the
definitions in this section adequate? YES NO

203.5 If any negative responses have been checked under step 203, make a checkmark at
step 209 next to 203.

204  Government Furnished Property and Services (Section C-3). When exigting assets used
by the Government’s MEO are not provided to the ISSA or contractor for use, the Air Force

requires a cost-benefit andysis of the benefits to the Government. The determination not to provide

MEQ assets must be supported by current, accurate, and complete information and be provided

to the independent reviewer. NOTE: Per AFl 65-501, paragraph 2.5.4.5, the independent reviewer

must not havebeen  involved in any way with preparing the cost- benefit andyss. If you find
yoursdf reviewing a cost- benefit andysis you prepared, or assisted in preparing, notify  your
supervisor immediately.

204.1 Determine from the PWS and Management PlayMEO whether or not government assets

will be used by the MEO but not provided for contract or ISSA performance.

YES NO *

204.11 If “NO” to 204.1, continue your review at Step 204.2.

204.12 If “YES’ to 204.1, does the cost-benefit andysis judify the decision not to provide
government assets (used by the MEO) for contract or ISSA performance? (Check the
rationde in the andyss and dl sgnificant cdculations. Check to seeif the property or

equipment in the PWS is consgtent with the cost-benefit andyssand  the MEO.)

YES NO *

204.121 If “NO,” identify in detail the reasons why the cost-benefit andysisdoesnot judtify  its

conclusions, or isinconsgstent with the PWS or MEQO, and forward your comments  immediatey to

the servicing Manpower and Qudity office.

NOTE: The cost-benefit anadyssis not a part of the PWS. However, government furnished property
and services contained in the PWS, used by the MEQO, but not provided for contract or ISSA
performance must be supported by such an analysis. Guidance on preparing cost-benefit andyssin
support of A-76 cost comparisonsis found in AFMAN 65-506, Atch 13.
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204.2 Examinethis section on Government Furnished Property and Services (C-3) to seeif it
adequately describes government facilities, equipment, and materids.

204.21 Arethere any omissons of materias or services mentioned elsawherein the PWS
(especidly in Section C-5, Specific Tasks) which should be included?

N/A YES NO
204.22 If equipment isto be supplied, has responsbility been assgned for its maintenance or,  if
necessary, replacement? N/A YES NO

204.23 For materids and equipment, has adequate provision been made for accountability and
gewardship of government property by providing for an initid and closing inventory?

N/A YES NO
204.24 1f property or facilities will be supplied, have provisons for possble dternationsbeen  made?
N/A YES NO
204.25 For property and facilities, have acceptable conditions and standards been set for return
to the government after use by the contractor? N/A__~ YES NO
204.26 Has use by the contractor of any property which isleased by the government been
addressed? N/A YES NO

204.3 Areany government furnished property, equipment or serviceslisted in the PWS (eg.

materias or utilities) congstent with any Government furnished materidsliged in the

contract solicitation document? N/A YES NO
204.4 If any negative responses have been checked under step 204, make a checkmark at step

209 next to 204.
205  Examine the section on Contractor Furnished Items and Services (Section C-4). Itis  not
necessary that thislist include al the items which the contractor will use, but only those specific
items which may be essentid to the function and which may therefore  require mentioning. Excessive
direction on items to be used should be avoided, snce contractors may come up with different and
perhaps more efficient means of performing the function. A generd statement to the effect that
the contractor shal furnish everything except for those services or items furnished by the
governmentin  Section C-3 is normaly sufficient.
205.1 Doesthis section adequately describe the categories of itemsthat the contractor will — supply
(materials, tools, equipment, etc.) N/A YES NO
205.2 Isthefollowing gatement true: thereisno duplication in this section of property

furnished by the government as found in Section C-3.

N/A YES NO
205.3 If materiads or supplies must meet a minimum government standard, havethe  specifications
been provided? N/A YES NO
205.4 If any other qudity standards are required, have they been adequately specified?

N/A YES NO

205.5 If it would be unreasonable to expect a contractor to replace an item due to high cost or
uncertain usage patterns, has provison been made for government reimbursement?
N/A YES NO
205.6 If any negative responses have been checked under step 205, make a checkmark at step
209 next to 205.
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206  The specified tasks which form the heart of the PWS must be clearly identified before  the
PWS can be priced. The specific tasks are normally found in Section C-5. In addition, any
corresponding performance indicators, standards and acceptable qudity levelsare normdly
identified in atechnical exhibit on AF Form 713, Performance Regquirements  Summary.
206.1 Do the specific tasks reasonably correlate to the scope of work?

N/A YES NO *

206.2 Hasthe function asawhole and its mgjor tasks and subtasks been broken down
aufficiently so that the scope of work is reasonably clear?
N/A YES NO *

NOTE: In preparing the PWS, functiona experts conduct job analysis to break down tasks into
subtasks. (See AFMAN 64-108). For example, an activity such as vehide maintenance might include
tasks such as maintenance of vehicle dectricad systems, coolant systems, etc. Questions concerning
levd of task breakout should be addressed to functiona experts. The reviewer must ultimately make a
judgment as to whether or not the task breakout is reasonable. However, tasks which are not
aufficiently broken out may not be able to be adequatdly captured as costs. Therefore examining the
description of tasksis avery important part of the review.

206.11 Have both the items to be operated upon in a particular work activity and desired outputs
been clearly stated for each job activity, so that the expectations of those respongble for the
function are clearly described?

N/A YES NO *
206.12 Can the tasks and materiads be measured in terms of type, quantity, and time required, etc.?
YES NO
206.121 If “YES,;” have the tasks or materids been sufficiently quantified?
YES NO *
206.13 Are the data clear and do they provide an acceptable basis for an estimate?
YES NO *

206.14 Do any workload estimates in Technical Exhibit 2 support the specific tasks?
(Specificdly concentrate on the mgor cost drivers.)

N/A YES NO *
206.2 Have the duty hours for completing any specific tasks been spelled out?
YES NO

206.21 Areany duty hours or other times for performing specific tasks consstent with any times of
performance listed in the contract solicitation document?
YES NO
206.22 1If any taskswill be required during hours other than norma duty hours, have speciad duty
hours for these tasks (including night shifts, overtime, or weekends) been indicated?
N/A YES NO

206.3 Should government sources be cited to specify any specific tasks or their method of

accomplishment? N/A YES NO
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NOTE: Tasks do not necessarily have to be specified in government sources or Air Force guidance.
However, as part of the review you should raise this question, since requirements for tasks sometimes
are spelled out in technica orders or other Air Force guidance. Failure to cite arequired task, or a
required procedure to accomplish atask, could result in bids which do not redlly accomplish the needed
work. Another consideration is that the PWS should generdly state what needs to be done without
dictating the method of accomplishment. However, there may be cases in which the Air Force has
determined that a specific procedure is mandatory. Consult functional OPRs on the particular function
under consderation. If aprocedure has been mandatory in the past, one may raise the question
whether it should continue to be mandatory in view of developmentsin technology or dternative ways of
accomplishing agoa. For example, abase may want to request, through command headquarters, a
review of a procedure mandated by Air Staff.
206.31 If government sources (e.g., Air Force ingtructions, manuals, technica orders, etc.)  are
referenced identifying what isto be done, is the reference specific (e.g., chapter page number,
section or paragraph  number, etc.)?
N/A YES NO
206.32 Have current government sources been used to identify specific required tasks? Check
the dates of any cited sourcesto seeif they are consstent with publications information.
N/A YES NO
206.33 Isthe following statement true. No government sources significant to the requirements  of the
activity undergoing cost comparison have been omitted.
N/A YES NO *
206.34 Could the requirement in any referenced sources be extracted and included in
the PWS so that referencing could be eliminated?
N/A YES NO
206.4 If conforming to any government directivesis required, does the package state where
contractors may locate them? N/A YES NO
206.5 If any negative responses have been checked under step 206, make checkmark step 209
next to 206.
207  Examine Section C-6, "Applicable Publications and Forms," to seeif dl directivesor  forms
are referenced.
207.1 Havedl the directives referenced in the PWS been listed by title and date?
N/A YES NO
207.2 Isthefollowing statement true: there are no directives contained inthe lis whichare not
referenced in the PWS? N/A YES NO
207.3 Hasthe responghility for obtaining any future editions, supplements, amendmentsor ~ changes
to these directives been assigned to either the contractor or the government?
N/A YES NO
207.4 Has provison been made for changes in directives which would result in a change of
contract price, whether an increase or a decrease?

N/A YES NO
207.5 Havedl Government or Air Force forms which must be used been listed?
N/A YES NO
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207.6 If any negative responses have been checked under step 207, make a checkmark at step

209 next to 207. N/A YES NO
208  Examinethe Technica Exhibits section for agreement with the PWS. Technica exhibits
may include performance reguirements summaries, workload estimates, maps  and work arealayouts,
required reports, descriptions of government furnished items,  quality standards, acceptance/rgections
tables, sample size charts, or any other technica materidsin support of the PWS.
208.1 Areany cross-referencesin technica exhibits consstent with the cited sections of this PWS?

N/A YES NO

208.2 Isthefollowing statement true: there are no references in the PWS to technicd exhibits  which
cannot be found in this Technical Exhibits section?

N/A YES NO
208.3 Doesthetota of al payment percentages equa 100% for each contract lineitem?
N/A YES NO

NOTE: A contract lineitem isacommercid activity function solicited as a unit, eg. "commissary
stocking" or "support services." Each lineitem may have a series of PRSs, for which the totd of all
payment percentages should equal 100%.

208.4 Check the Performance Requirements Summary (PRS, Technica Exhibit 1 to the PWS)
agang Section C-5 of the PWSfor consstency. The PRS ligtsthe service outputsto  be

evauated by the Quaity Assurance Evaluator. Check for consstency between these  two sections

and for a breakout of tasks so that costs can be reasonably estimated.

208.41 Isthe following statement true:  there are no inconsistencies between Section C-50f  the

PWS and the PRSin Tech Exhibit 1?7 N/A YES NO *
208.42 Are requirements in the PRS sufficiently stated so that costs can be reasonably  estimated?
N/A YES NO *
208.43 Isthere aworkload estimate for each required service in the PRS?
N/A YES NO *
208.44 Doesthe PRS provide performance standards (indicators) and quality criteria?
N/A YES NO *

208.45 Payment percentages may be associated with PRSs. Payment percentages, if used,  usudly
relate to more sgnificant tasks in the contract. If payment percentages are used, check to see that
the percentages for a given item do not exceed 100%. However, payment percentages do not
necessarily tota to 100%, sincetasksof less  sgnificane may not be included.
208.451 If payment percentages are used, do they exceed atotal of 100% for a given item?
N/A YES NO *

208.452 If payment percentages are used, do they gppear to cover the more significant tasksin

the activity?

N/A YES NO
208.5 If any negative responses have been checked under step 208, make a checkmark at step
209 next to 208.
209  This gep gathers al negative responses from steps 201 thru 208. All negative  responsesin
steps 201 thru 208 form the basis for comments or recommendationstothe  servicing Manpower
and Qudity office on the PWS. Checkmarks next to the step  numbers below indicate that a negative
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response has been entered under this step. Refer back to these sections to formulate your

comments or recommendations, providing a specific page and paragraph reference in the PWS
for every comment.

201 203 205 207

202 204 206 208

Provide any comments or recommendations based upon negative responses from steps 201 through
208 to the sarvicing Manpower and Quadlity office. Be sureto indicate if any comments address an
error which is significant in nature. Certain stepsin this review process have been noted as significant
requirements. However, the andyst must aso judge which recommendations are Sgnificant. A main
criterion for the independent review is reasonableness. See AFI 65-504 for a definition of “ reasonable”’
in the context of an independent review.

209.1 Havedl comments or recommendations resulting from the negative responsesin seps 201
through 208 been provided to the servicing Manpower and Quadlity office?

N/A YES NO *
209.2 Do any comments or recommendations found in the review of the PWS condtitute a
ggnificant error in the entire PWS package? N/A YES *NO

210  Any amendmentsto the solicitation must be carefully examined to determineif they have
any impact on the PWS. The content of any amendments impacting the PWS  should be examined
using gpplicable sectionsiin this guide.
210.1 Do any amendments to the solicitation have a Sgnificant impact on the PAVS which has  not
been accounted for? N/A YES *NO
211  Any dgnificant errors found in the review of the PWS must be addressed before
certification of the cost comparison can take place.
211.1 Haveany sgnificant errors found in the PWS been addressed?
N/A YES NO *
211.11 If you answered "NO" to 211.1, notify the servicing Manpower and Quality officethat a
problem with certification exists
211.2 If MAJCOM gteering group approva of the PWS isrequired by MAJCOM policy,
has such approva been obtained and is it documented in the package?
N/A YES NO *
NOTE: If approva by the MAJCOM steering group is required by MAJCOM policy and has not been
obtained, such lack of gpprova congtitutes a significant procedurd error.

211.21 If you answered "NO" to 211.2, notify the servicing Manpower and Quality officethat a
problem with certification exigts.

211.3 If you answered "YES' or “N/A” to steps211.1 and 211.2, then thisPWS section of  the
independent review is complete. Move on to chapter 3 of this Independent Review  Guide.
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Chapter 3
MANAGEMENT PLAN/MEO

. POLICY

The servicing Manpower and Quadlity office develop a management plan to anayze the method
of operation necessary to accomplish the requirementsin the PWS. Development of the MEO isa
crucia step in the cost comparison process. The management plan identifies essentia functionsto be
performed and determines performance factors, organizationd structure, staffing requirements, and
operating procedures for the most efficient in-house performance of the CA. The MEO becomesthe
basis of the government estimate for the cost comparison with potential contractors. In this context,
"efficient” (or cogt-effective) means that the required level of workload (output, as described in the
PWYS) is accomplished with as little resource consumption (input) as possible without degradation in the
required quality level of products or services. When developing the MEO, the performance standards
in the PWS must be followed so that there are no workload data differences between the in-house and
contract cogt edimate. The management plan is ateam effort which utilizes the talents of individuas with
expertise in management andysis, Saffing, position classfication, work measurement, vaue engineering,
industrial engineering, cost andysis, contracting, and the technica aspects of the functiona areas under
cost comparison. One of the objectives of the management plan team isto find new ways to provide
the required products or services in acos effective manner. The management plan is mandatory for all
conversons of activitiesthat are performed by more than 10 Air Force appropriated fund civilian
employees.

Il OBJECTIVES

The independent review must ensure that the Air Force prepared the in-house performance
costs according to a management plan and MEO which are based upon a PWS that states the services
to be conducted in the function undergoing cost comparison. Specificaly, the reviewer must:

A. Veify that amanagement plan and MEO have been completed and documented according
to Air Force guidance.

B. Veify that the management plan and MEO are based upon the same scope of work as
directed in the PWS.

C. Determine that data supporting the major cost drivers are traceable from the PWS to the
MEO.

D. Determine that the PWS and MEO are based on the same workload.

1. SCOPE

A. The MEQ isthe section of the overdl management plan which summarizes the totd
resources (i.e., personnel, facilities, materia, equipment and supplies) required to perform the work
dated in the PWS. Management studies utilize a variety of management techniques, such as operationa
audits, work sampling, etc., to derivethe MEO. The role of the independent reviewer is not to question
the particular techniques that were used in a particular cost comparison, but rather to verify that the
MEQ is traceable to the PWS and is based on the same workload. Such verification includes
examining the management plan documentation which links the MEO to the PWS.
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B. Although it isthe functional OPR's responghility to develop the tasks in the PWS and the
servicing Manpower and Qudity office's to determine the manpower requirementsin the MEQ, it isthe
independent reviewer's respong bility to see that the management plan and MEO is documented, is
certified by the servicing Manpower and Quality office, and is tracegble to the tasksin the PWS. The
reviewer's task is to identify any problems in these areas and communicate such problems to the
servicing Manpower and Qudlity office.

V. REVIEW STEPS

NOTE: The following information on the management plan and MEO provides background for the
review.

After the PWSisinitidly developed (and concurrently with further development of the PWS), a
management plan is conducted to determine the organization and personnel requirements necessary to
perform the activity using an dl-civilian work force. Military personnel assigned to the CA will be
transferred according to the cost comparison trangition plan, and are normally phased out as the MEO
isphased in. Civilian grades and series will be based on the work described in the PWS; the
management plan, and not the current organization’s structure, determines the MEO. Al personnd
requirements are expressed in terms of full-time equivaents (FTES) as prescribed in AFP 26-12 (as
supplemented by HQ USAF). When productive hours are used as the basis for computing FTES, the
annua available hours specified in AFP 26-12 (as supplemented by HQ USAF) (1,776 hours for full-
time and part-time postions and 2,007 for intermittent positions) will determine the gaffing
requirements. When methods other than productive hours are used (i.e., manpower sandards, staffing
guides, prior experience, work measurement, etc.), the method used must be documented in the
management plan.

300 Isthe PWS used in the management plan to determine the MEO the same as the
PWS included in the solicitation”? YES NO *
301 Isit clear that the required manpower in the MEQ is based on the workload
projected for the performance periods in the PWS and solicitation?
YES NO *

NOTE: Answering this question involves a careful examination of the Specific Tasks section of the PWS
(C-5), the workload estimates in Technica Exhibit 2, and the MEO. Moreover, tracing from the PWS
to the MEO will involve looking at the supporting documentation in the management plan. Sincethe
servicing Manpower and Qudity office may employ anumber of different management engineering
approaches and procedures in conducting the management plan, it is beyond the scope of this guide to
include questions which may relate to tracking workload through these different methods of conducting
management sudies. The question above may be difficult to answer in view of this complexity and in
view of the fact that it involves manpower specidties with which cost personnd are usudly not familiar.
Any reviewer having such difficulty should seek to discuss the matter with manpower representatives
and request written materias on the techniques used. Any darification that results from such discussons
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should be documented in a Memorandum for Record to be included as documentation of the
independent review.

302 Isit clear that the required manpower in the MEO serves as the basis for the manpower

codsin thein-house cost estimate? YES NO *
303  Are paosition descriptions written and classified for each required position identified
inthe MEO? YES NO

304 [Reserved for possble future use]
305  Aresources of information contained in the management plan clearly identified?

YES NO
306 Arethemgor eements of the required management plan format addressed? (ref AFP
26-12 (as supplemented by HQ USAF).) YES

NO

NOTE: Mgor dementsin the format for documenting the management plan include a satement of
purpose, discussion of current operations, recommendations, and analysi's of resources impact.

307  Have appropriate functiona offices gpproved the management plan?

YES NO *
308 Hasthe MEO been certified by the servicing Manpower and Qudlity office?
YES NO *

309 A Trangtion Plan (TP) for the cost comparisonsis required by AFP 26-12 (as supplemented
by HQ USAF). For the Air Force, the TP is part of the Management Plan. (Other agencies may
have the TP as a separate document.) The TPisdesigned to minimize disruption, adverse impacts,
and any difficulties associated with capitdization and other start-up requirements.
309.1 Doesthe Management Plan include a TP for the trangtion to or from current  organizaiond
structure to MEO, contract or ISSA performance?

YES NO *
309.11 If “NO” to 309.1, notify the servicing Manpower and Qudity office immediatdly.
309.2 Isthe TP consgent with the Management Plan?

YES NO

309.21 If “NO” to 309.2, include comments on incongstencies in your review comments.
NOTE: The TP may involve phasing in employees a different periods of time. If thisisthe case,
review the manpower costs in the Government cost estimate to ensure such costs have been phased in
congstently. Provide comments on any incondstencies.
310 A Technicd Performance Plan (TPP) for in-house performance is required when the

solicitation method used is a negotiated best value procurement. The TPP must be

cong stent with the Management PlavMEO.
310.1 Do the solicitation documentsindicate this solicitation will be a negotiated best value

procurement?
YES NO
310.11 If “YES’ to 310.1, does the documentation provided for review include a TPP?
N/A YES NO *
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310.111 If “NO” to 310.11, notify the servicing Manpower and Qudlity office immediately.
310.112 If “YES’ to 310.11, is the TPP consstent with the PWS, Management PayMEO,  and any
relevant data entered in COMPARE?

YES NO
310.1121 If “NO” to 310.112, provide comments to the servicing Manpower and Quality office.
NOTE: The reviewer’'s responshility isto look for basic inconsstenciesin the TPP or in the
relationship of the TPP to the PWS, Management PlavMEO, and COMPARE data, not to evauate
the judgments of technical experts in the function under study.
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Chapter 4

Independent Review I nstructionsfor Government Cost Estimates
Developed with COMPARE

This chapter providesingructions for the independent review of A-76 cost comparisons devel oped with
COMPARE, and addresses specific items that must be included in such reviews. These indructions are
not intended to limit any aspect of areview.

GENERAL INSTRUCTIONS:

Use of COMPARE. Government cost estimates must be devel oped using the COMPARE
software program, unless an gpproved command waiver ison file.

When To Apply These Ingtructions. Theseingtructions gpply to dl cost comparisons and cost
estimates developed with COMPARE. Specific review ingtructions are provided for:

A-76 Cost Comparisons (Atch 1)
Streamlined Cost Comparisons (Atch 3)
Direct Conversons (Atch 4)

Cogt Estimates for Determining Fair and Reasonable Contract Prices for New Services
(Atch 5)

Performing a Complete Review. Independent reviewers should review al aspects of acost
comparison to ensure it meets dl requirements. Thisincludes, but is not limited to, review of the of
the PWS and Management Plan (includes the Technical Performance Plan (TPP) for best value
procurements) to ensure the Government Cost Estimate captures al relevant costs. While an
independent reviewer is not expected to possess the expertise to challenge the PWS, MEO or TPP,
obvious disparities between these documents as well as the Government Cost Estimate should be
questioned. Essentidly, areview determines if cogts related to the Management Plan and PWS
have been properly identified for both in-house and contract or ISSA performance, and if common
costs (i.e., costs that would continue under either an in-house or contract operation) are excluded.

Directives. Air Force Commercia Activity Program governing directives are:
AFI 38-203, Commercia Activities Program

AFP 26-12, Manpower Policies and Responsbilities for Commercid Activities Program
(To be replaced by AFMAN 38-209, now under devel opment)
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HQ USAF/PER Memo, 3 Jan 96, Supplementa Guidance for AFI 38-203, Commercid
Activities Program, and AFP 26-12, Guidelines for Implementing The Air Force
Commercid Activities Program, and Miscellaneous Background Information

HQ USAF Memo, 8 Mar 96, Cost Comparison and Direct Conversion Candidates
HQ USAF Memo, 11 Jun 96, Use of Best Vauein A-76 Cost Comparison Studies

HQ USAF Memo, 6 Sep 96, Air Force Costing Policy and Procedures for Cost
Comparisons and Direct Conversions

IMPORTANT: Do not apply OMB Circular A-76 nor it supplement since they do not consider
gpecific Air Force, DoD, nor legidative implementing requirements. Fallure to follow AF implementing
directives may result in gppedls or protests.

Things You Must Do Before Starting Your Review:

Install COMPARE On Your Computer. The COMPARE software program must be
ingaled on your computer. If itisnot, ingal it before beginning your review. You can
obtain a copy of the COMPARE Program and User’s Manua, as well asingallation
assgtance, from your servicing Manpower and Qudity Office or developer of the cost
comparison.

Obtain Current Cost Factor ¥Rates. You must have the most recent cost factors/rates
before starting your review. These cost factorg/rates are maintained on both the AFCQMI
bulletin board system and the SAF/FM home page. See Chapter 1 of the COMPARE
User’s Manud for ingtruction on downloading these cost factors/rates. Name of thefilesto
download are A7T6FCTRS.EXE, MRTABLES.ZIP and A7T6READ.ME. The
A76READ.ME fileis atext file and should first be read before using the other files.

EnsureYou have A Current Copy Of ThislInstruction. If you have a paper copy of
thisingtruction and it was not recently printed from the files on the SAF/FM home page,
check to make sure your copy has the same date as the SAF/FM web stefile
INDREV.EXE.

Obtain All Required Review Materials. Ensureyou obtain dl required materids before
you begin your review. Those required materids are itemized in the attachments.

ASSISTANCE. Command independent reviewers may obtain assistance by contacting Mr. Mike
Marrone, SAF/FMCEE, DSN 225-5084. Ingdallation independent reviewers should request assistance
from their command financia management point of contact.

24



CHANGESTO THISINSTRUCTION. Comments and recommendationsto this ingruction are
encouraged and should be addressed to: SAF/FMCEE, ATTN: Mr Mike Marrone, 1130 Air Force
Pentagon, Washington, DC 20330-1130.

Attachments.

Review of A-76 Cost Comparisons (with one Appendix)

Review of Converson Differentia Caculations

Review of Streamlined Cost Comparisons (SCCs)

Review of Cost Estimates for Direct Conversons

Review of Cost Estimates for Determining Fair and Reasonable Contract Prices for New Services

agrhwpnE
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Attachment 1

REVIEW OF A-76 COST COMPARISONS

This attachment provides ingructions for reviewing A- 76 cost comparisons. Essentidly, the review

involves the fallowing five steps.

STEP 1. Obtain dl required materids.

STEP 2: Audit study tables.
STEP 3. Audit individua records.

STEP 4. Audit cost comparison form.
STEP5: Return the cost comparison form to the servicing Manpower and Quality Office.

STEP 1, Obtain All Required Materials. You will require the following maerids for your

independent review:
DID YOU RECEIVE THE FOLLOWING ACTION REQUIRED
ITEMS?
1. Performance Work Statement (PWS) or | With the exception of Item 6 (Estimate Of Maximum Acceptable
Statement of Work (SOW). Contractor Bid Prices), ask developer for any missing items before

2. Quality Assurance Surveillance Plan
(QASP).

3. Management Plan, to include:

a. MEO documentation.

b. Printed Cost Comparison Form and
Signatures Page.

c. Transition Plan.

d. Government Technical Performance
Plan (when solicitation is for a negotiated
best value procurement).

4. Printed copies of:

a. Line Rationale Documentation.

b. Common Costs Documentation (May
be included as part of Line Rationale
Documentation or as a separate
attachment).

c. Individual Records (listed at
Appendix A to this attachment).

d. Worksheets (listed at Appendix A to
this attachment) for each cost element that
shows an entry in the cost comparison
form.

e. Study Tables (listed at Appendix A
to this attachment).

f. Error List.

proceeding with the review. By receiving the printed documents listed,
it eliminates the requirement for you to re-print them plus allows you to
review the currency of the documentation to be used to support the
cost estimate. I mportant: If you received the Estimate Of Maximum
Acceptable Contractor Bid Prices, do not review it. Instead,
immediately and personally return it to the developer (in asealed
envelope) with instructions that it should not have been provided to
you; this document contains extremely sensitive information.
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5. COMPARE Study File (computer
password encrypted file)

6. Printed Estimate Of Maximum
Acceptable Contractor Bid Prices

STEP 2, Study Table Audits. Perform the following table audits to ensure the correct vaues were

goplied to the study:

STUDY TABLE NUMBER

REVIEWSREQUIRED

2, GS Salary Factors

1. Review to ensurethe annual salaries shown in thistable werein effect as
of the as of date of the base year shown in the study. Also check the
effective day, month and year of the from and to dates shown in thistable to
ensure they are correct. All dates must be the same for every line entry
shown on thistable. Thisaudit isonly required when GS civilian positions
are included in the study.

Data Source: Civilian Pay

3, FWS Hourly Wage Factors.

1. Review to ensure the hourly pay wages shown in thistable werein effect
as of the as of date of the base year shown in the study. Also check the
effective day, month and year of the from and to dates shown in this table to
ensure they are correct. All dates must be the same for every line entry
shown on thistable. Thisaudit is only required when wage grade civilian
positions are included in the study.

Data Source: Civilian Pay

4, NAF Inflation Relational Table

1. Review to ensurelocal changes (if any) comply with Appendix B of the
COMPARE Users Manual. Thisaudit is only required when NAF civilian
positions are included in the study.

Data Source: Civilian Pay

7, Fringe/Medicare Factors

1. Review to ensure table values match the current values issued by
AFCQMI.
Data Source: AFCQM I Issued Values

8, Inflation Cost Factors/Rates

1. Review all table valuesto ensure they match the current values issued by
AFCQMI.

Data Source: AFCQMI Issued Values

2. FWSPAY Inflation Factors (This audit is only required when wage grade
civilian positions are included in the study): (a) Review to ensurethe
effective FROM month for these factors has been changed to match the
effective FROM month shown in Study Table 3 (FWS Hourly Wage Factors);
Important: No changes are allowed to the day and year in Table 8. The day
must be 1 and the year must match the valueissued by AFCQMI; (b) Also,
review the TO month, day and year to ensure it was adjusted (as required) to
ensure dates for each FWSPAY line entry run consecutively. Unlikethe
FROM dates, the TO month, day and year may be adjusted. The TO day,
however, must be the last day of the month. | mportant. There must be no
date gaps between any FWSPAY line entries. Deviations from these
requirementswill result in inflation errors.

Data Source: AFCQM I Issued Values

10, FTE Available Work Hours And
Pay Conversion Hours

Review to ensure table values match the current valuesissued by AFCQMI.
Data Source: AFCQM I Issued Values

12, Useful Life And Disposal Vaues

Review to determineif table valuesissued by AFCQMI were changed.
Installation changes or additions to thistable are authorized, but must be
supported with documented rationale. Thisaudit isonly required for those
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capital equipment and facility assets (if any) included in the cost comparison.
Data Source: AFCQM I Issued Values

13, Tax Rates

Review to ensure table val ue selected for the service under study is
appropriate and matches the current table value issued by AFCQMI.
Data Source: AFCQM I Issued Values

14, Military Composite Rates

1. Review to ensure the rates shown in thistable were in effect as of the as of
date of the base year shown in the study. Also check the effective day,
month and year of the from and to dates shown in this table to ensure they
arecorrect. All dates must be the same for every line entry shown on this
table. Thisaudit isonly required when military positions areincluded in the
study.

Data Source: AFCQM I Issued Values

COMPARE Error List

(Note: Thisisnot atable.)

Review to ensure it does not contain any table errors. All table errors must
be corrected. Also audit other potential non-table related errors shown on
the error list to determine if corrections are appropriate.

Source: To view list, select appropriate COM PARE study menu option or
request copy from study devel oper.

STEP 3, Individual Record Audits. Perform the following record entry reviews to determine ther

correctness.
STUDY RECORD DATA REVIEWSREQUIRED
ELEMENT
Study Characteristics 10a, Was correct code entered?
Record Announced Codel isappropriate when: (1) The activity under study is government
M ethod Of operated, and (2) The activity is not competing for the right to perform
Operation any currently contracted work.
Code CodeE is appropriate when the study involves: (1) a government
operated activity which is competing for the right to perform both the
work it now performs aswell as currently contracted work; or (2) A
government operated activity which is being expanded.
Code C is appropriate when the activity under study is fully contracted.
CodeN is appropriate when the study involves a new requirement not
currently performed in-house nor by contract.
143, GSGrade | Must be Step 5 when GS positions are included in the study. Written
Step Average | HQ USAF approval isrequired for any deviation.
14b, FWS Must be Step 4 when wage grade positions are included in the study.
Grade Step Written HQ USAF approval is required for any deviation.
Average
16, Must be Y for any grade step deviations. Check linerationaleto ensure
Justification appropriate explanations were included.
For Step
Deviation
Civilian Personnel P4, EPA? Isentry correct? A “Y” entry is appropriate only for positions subject to
Requirements And an economic price adjustment. That determination is made by the
Costs Record (Line 1 contracting officer in coordination with the Department of Labor. All
Records only) other positions must be “N”.
Material And Supply M4, EPA? Isentry correct? The entry should normally be“N”. A “Y” entry is

Costs Record (Line 2
Records)

appropriate only for materials and supplies subject to an economic price
adjustment. That determination is made by the contracting officer in
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coordination with the Department of Labor. All other records must be N.

One Time Conversion | C2a, Apply Must be “Y” unless written HQ USAF approval has been provided.
Costs - Severance Pay | Standard

Record (Line 12 Computations?

Record)

Other Records (All Review all study records, for all Cost Comparison Form line numbers, to
Lines) determine if records were established to identify all relevant costs

associated with an in-house and contract operation, and to ensure
records relating to common “wash” costs were not included in the
Government Cost Estimate computations. Common costs, however, must
beidentified in the study documentation.

Refer ence Sour ces:

AFP 26-12 (as supplemented by HQ USAF/XPMR memorandums)
Management Plan

PWS

STEP 4, Cost Comparison Form Audits. Check thetota column entriesin the Cost Comparison

Form to ensure total values match the total values in the worksheets. The totalsin both sets of
documents should match, except for minor rounding differences (usudly less than $1.00). Differences
between entriesin the Cost Comparison Form and worksheets (as well as mathematica errors) will
occur when COMPARE is not provided the amount of conventional memory prescribed in the Users
Manua or when the Cost Comparison Form and supporting worksheets are not current.

COST COMPARISON FORM
(CCF) LINE NUMBER

REVIEW TOTAL VALUE FOR THE COST COMPARISON FORM LINE
NUMBER SHOWN ON LEFT COLUMN BY COMPARING IT AGAINST THE
FOLLOWING WORK SHEET(S)

1. Personnel Costs

Line 1, Personnel Costs Worksheet For 1st And Subsequent Performance Periods
(Compare against End-Of-Report Summary Total)

2. Material And Supply Costs

Line 2, Material And Supply Costs Worksheet For 1st And Subsequent
Performance Periods (Compare against End-Of-Report Summary Total)

3. Other Specifically
Attributable Costs

Line 3, Other Specifically Attributable Costs Summary Worksheet (Compare
against last Total column entry)

4. Overhead Costs

Line 4, Overhead Costs Worksheet (Compare against last Total column entry)

5. Cost of Capital

1. By performance period, sum the Cost of Capital totals from the following
worksheets:

a. Capital Equipment Assets, Basic Data Used To Develop The Other
Specifically Attributable Costs Summary Worksheet (Line 3)

b. Capital Facility Assets, Basic Data Used To Develop The Other Specifically
Attributable Costs Summary Worksheet (Line 3)
2. Compare summed total against Total column entry on CCF.

6. One-Time Conversion Costs
(ENRC)

Lines6 and 12, One-Time In-House and Contract Conversion Costs Worksheet.
Used only for ENRC cost comparisons (Compare against Cost Category A on
worksheet).

7. Additional Costs

Lines7 and 11, Additional Costs Worksheet For 1st And Subsequent Performance
Periods (Compare against Cost Category A on worksheet).

8. Tota In-House Costs

Sum values shown under Total column of Cost Comparison Form for lines 1
through 7 and compare result against val ue displayed on Cost Comparison Form.

9. Contract or ISSA Price

Contract or ISSA Price (Line 9) And Federal Income Taxes (Line 14). This
worksheet is reviewed twice:
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(1) During Initial Independent Review: Review to determine the appropriateness of
the Industry Code entered in data element T1a of thisworksheet. Thelist of
industry codes allowed by the Office Of Management And Budget are in Study
Table 13 (Tax Rates). Through discussions with the developer, determineif acode
was selected that best relates to the type of service being cost compared. These
decisions are not clear cut and often require the application of best judgment.

(2) After Bid Opening. Review to ensure the correct price was:

(a) Provided by the contracting officer. In determining the contract priceto be
recorded, the type of contract must be considered. Check with the contracting
officer to make sure the following rules were applied in determining the contract
price:

(1) For asealed bid, firm fixed price contract, the price of the low
responsible, responsive offeror is entered. If afirm fixed price contract isto be
negotiated, the negotiated priceis entered.

(2) For acost-reimbursement or cost-sharing type contract, the low
negotiated estimate is entered.

(3) For acontract with an incentive or award fee contract, 65 percent of the
potential maximum incentive or award fee plus the contract cost of the most
advantageous offer to the Government is entered.

(4) For atimeand material or labor-hour contract, the estimated total cost
of the successful bid or offer is entered.

(b) Recorded by the developed of the Cost Comparison form. Thisis
determined by validating the entry with the Contracting Officer.

10. Contract Administration

Perform two audits. (1) Compare Total column entry on Cost Comparison Form
against last entry in Total column of worksheet titled: “Line 10, Contract
Administration Costs Summary Worksheet”, and (2) Audit the worksheet titled
“Base Y ear Contract Administration Personnel Costs Worksheet, Basic Data Used
To Develop The Contract Administration Costs Summary Worksheet (Line 10)” to
ensure the total number of full-time equivalent positions shown does not exceed
the number authorized in HQ USAF Memo, 6 Sep 96, Air Force Costing Policy and
Procedures for Cost Comparisons and Direct Conversions.

11. Additional Costs

Lines7 And 11, Additional Costs Worksheet For 1st And Subsequent Performance
Periods (Compare against Cost Category B on worksheet).

12. One-Time Conversion
Costs

Lines6 and 12, One-Time Contract Conversion Costs Worksheet (Compare against
Cost Category B on worksheet).

13. Gain on Assets

Line 13, Gain on Assets Worksheet (Capital And Minor Items) (Compare against
last entry shown under Column G, End Of Report Totals).

14. Federa Income Taxes
(Deduct)

Contract Price (Line 9) And Federal Income Taxes (Line 14) (Compare against Total
value shown under Column E). Thisedit is performed after bid opening.

15. Total Contract or ISSA
Costs

Sum values shown under Total column of Cost Comparison Form for lines 7
through 12 and compare result against value displayed on Cost Comparison Form.
This edit is performed after bid opening.

16. Minimum Conversion
Differential

Thisline must show an entry unlessaHQ USAF waiver is on file approving non-
application of the conversion differential. Also, the accuracy of this value should
be validated when errors are discovered in the preceding Cost Comparison Line
numbers. These errors may indicate that: (1) The COMPARE program was not
provided the amount of conventional memory prescribed by the Users Manual or
(2) The Cost Comparison Form and/or supporting worksheets are not current. The
correctness of this entry may be validated using the procedures at attachment 2.

17. Adjusted Total Cost of In-
house Performance

1. In-house to Contract Cost Comparisons. For purein-house to contract cost
comparisons (i.e., cost comparison does not involve amix of existing in-house,
contract, new or expanded requirements, or assumes full or partial conversionsto
in-house performance), the entry should reflect the sum of line 8.
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2. Expansions, New Requirements and Conversion From Contract to In-house
Performance. The entry should reflect the sum of lines 8 and 16.

18. Adjusted Total Cost of
Contract or | SSA Performance

1. In-house to Contract Cost Comparisons. For purein-house to contract cost
comparisons (i.e., cost comparison does not involve amix of existing in-house,
contract, new or expanded requirements, or assumes full or partial conversionsto
in-house performance), the entry should reflect the sum of lines 15 and 16 should
be entered.

2. BExpansions, New Requirements and Conversion From Contract to In-house
Performance. The entry should reflect the sum of line 15.

19. Decision- Line 18 Minus
Line17

Entry should reflect the value of line 18 minusline 17.

20. Cost Comparison Decision

1. Accomplish In-house If theentry inline 19 isapositive value, an “X” should
be displayed next to “ Accomplish In-house.”

2. Accomplish By Contract. If theentry inline 19 isanegativevaue, an “X”
should be displayed next to “ Accomplish By Contract.”

STEP 5, Return Cost Comparison Form. Return cost comparison form to the servicing Manpower

and Qudlity Office, together with the results of the review. Sign cost comparison form if no
discrepancies, requiring correction, were discovered.
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Appendix A to Attachment 1

DOCUMENTATION CHECKLIST

This agppendix lists the COMPARE documentation required for independent review of OMB Circular
A-76 cost comparisons. See SAF/FMCEE additiond guidance for other independent review
documentation requirements.

COMPARE Study Tables

These tables contain the cost factors/rates used by COMPARE to compute costs. Appendix B of the
COMPARE User’s Manudl lists and shows the purpose of dl tables. Asaminimum, ensure you are
provided the following Study Tables (Not the Master Tables):

STUDY TITLE WHEN REQUIRED
TABLE
NUMBER

1 Announced Method Of Operation Code Always required

2 GS Sdary Tables Required when study includes GS civilian
positions

3 FWS Hourly Wage Factors Required when study includes wage grade
civilian positions

4 NAF Inflation Relational Table Required when study includes non-appropriated
fund civilian positions

7 Fringe/Medicare Factors Always required

8 Inflation Cost Factors/Rates Always required

10 FTE Available Work Hours and Pay Conversion | Alwaysrequired

Hours

12 Useful Life And Disposal Values Required when study includes capital equipment
and capital facility costs (i.e., assets with an
acquisition cost in excess of $5000.00).

13 Tax Rates Always required

14 Military Composite Rates Required when study includes military positions

Other Tables 6 (Position Type Codes), 9

Tables (Material/Supply Mark-Up Rates), 11 (Study
Status Codes) may be requested when
considered necessary.

COM PARE Individual Records
RECORD DESCRIPTION WHEN REQUIRED
Study Identification Always Required
Study Characteristics Always Required

Other Records

Optional. Includesindividual

recordsfor all costs entered by a
technician. Instead of requesting
printed copies, records should be
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viewed on the computer screen
using COMPARE.
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COMPARE Workshests

These are the worksheets produced by COMPARE in support of the cost entriesin the Cost
Comparison Form.

COST COMPARISON FORM LINE WORKSHEETSPRODUCED
NUMBER
IN-HOUSE PERFORMANCE COSTS
1. Personnel Costs - Line 1, Base Y ear Personnel Costs Worksheet
- Line 1, Personnel Costs Worksheet For 1st and Subsequent
Performance Periods
2. Material & Supply Costs - Line 2, Base Y ear Material and Supply Costs Worksheet

- Line 2, Material and Supply Costs Worksheet for Ist and
Subsequent Performance Periods

3. Other Specifically Attributable Costs - Line 3, Other Specifically Attributable Costs Summary
Worksheet

- Capital Equipment Assets, Basic Data Used To Develop The
Other Specifically Attributable Costs Summary Worksheet (Line
3) And The Cost of Capital (Line5)

- Capital Facility Assets, Basic Data Used to Develop The Other
Specifically Attributable Costs Summary Worksheet (Line 3) And
The Cost of Capital (Line5)

- Minor Items, Basic Data Used To Develop The Other
Specifically Attributable Costs Summary Worksheet (Line 3)

- Casualty And Liability Insurance Computations Worksheet,
Basic DataUsed To Develop The Other Specifically Attributable
Costs Summary Worksheet (Line 3)

- Rental Costs Worksheet, Basic Data Used To Develop The
Other Specifically Attributable Costs Summary Worksheet (Line
3

- Maintenance and Repair Costs Worksheet, Basic DataUsed To
Develop The Other Specifically Attributable Costs Summary
Worksheet (Line 3)

- Utility Costs Worksheet, Basic Data Used To Develop The
Other Specifically Attributable Costs Summary Worksheet (Line
3

- Travel Costs Worksheet, Basic Data Used To Develop The
Other Specifically Attributable Costs Summary Worksheet (Line
3

- Other Costs Worksheet, Basic Data Used To Develop The
Other Specifically Attributable Costs Summary Worksheet (Line
3

4. Overhead Costs - Line 4, Overhead Costs Worksheet

5. Cost of Capital The worksheets produced in Line 3 for Capital Equipment Assets
and Facility Assets serve the dual purpose of documenting costs
for both Lines 3 and 5; therefore, a separate worksheet for thisline
is not produced nor required.

6. One-Time Conversion Costs (ENRC) - Lines6 and 12, One-Time In-House And Contract Conversion
Costs Worksheet

Note: Thisisadual purpose worksheet that documents costs for
both Lines6 and 12. It isproduced under Line6.

7. Additional Costs - Lines7 and 11, Base Y ear Additional Costs Worksheet
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- Lines7 and 11, Additional Costs Worksheet For 1st And
Subsequent Performance Periods

Note: Thisisadual purpose worksheet that documents costs for
both Lines 7 and 11. Itisproduced under Line7.

8. Tota In-house Costs

COMPARE entersthe sum of Lines 1 through 7. No worksheets
are produced for thisline.

COST COMPARISON FORM LINE
NUMBER

WORKSHEETSPRODUCED

CONTRACT OR | SSA PERFORMANCE COSTS

9. Contract or ISSA Price

- Contract/I SSA Price (Line 9) and Federal Income Taxes (Line 14)
Worksheet

10. Contract Administration

- Base Y ear Contract Administration Personnel Costs Worksheet,
Basic Data Used To Develop The Contract Administration Costs
Summary Worksheet (Line 10)

- Contract Administration Personnel Costs Worksheet For 1st
and Subsequent Performance Periods, Basic Data Used To
Develop The Contract Administration Costs Summary Worksheet
(Line10)

- Base Year Contract Administration Material And Supply Costs
Worksheet, Basic Data Used To Develop The Contract
Administration Costs Summary Worksheet (Line 10)

- Contract Administration Material And Supply Costs Worksheet
For 1st and Subsequent Performance Periods, Basic Data Used To
Develop The Contract Administration Costs Summary Worksheet
(Line10)

- Line 10, Other Specifically Attributable Contract Administration
Costs Summary Worksheet

- Contract Administration Capital Equipment Assets, Basic Data
Used To Develop The Other Specifically Attributable Contract
Administration Costs Summary Worksheet (Line 10)

- Contract Administration Capital Facility Assets, Basic Data
Used To Develop The Other Specifically Attributable Contract
Administration Costs Summary Worksheet (Line 10)

- Contract Administration Minor Items, Basic DataUsed To
Develop The Other Specifically Attributable Contract
Administration Costs Summary Worksheet (Line 10)

- Casualty And Liability Insurance Computations Worksheet,
Basic DataUsed To Develop The Other Specifically Attributable
Contract Administration Costs Summary Worksheet (Line 10)

- Contract Administration Rental Costs Worksheet, Basic Data
Used To Develop The Other Specifically Attributable Contract
Administration Costs Summary Worksheet (Line 10)

- Contract Administration Maintenance And Repair Costs
Worksheet, Basic Data Used To Develop The Other Specifically
Attributable Contract Administration Costs Summary Worksheet
(Line10)

- Contract Administration Utility Costs Worksheet, Basic Data
Used To Develop The Other Specifically Attributable Contract
Administration Costs Summary Worksheet (Line 10)

- Contract Administration Travel Costs Worksheet, Basic Data
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Used To Develop The Other Specifically Attributable Contract
Administration Costs Summary Worksheet (Line 10)

- Other Contract Administration Costs Worksheet, Basic Data
Used To Develop The Other Specifically Attributable Contract
Administration Costs Worksheet (Line 10)

- Line 10, Contract Administration Costs Summary Worksheet

11. Additional Costs

- Lines7 and 11, Base Y ear Additional Costs Worksheet. Note:
Thisisthe same worksheet produced under Line 7.

- Lines7 and 11, Additional Costs Worksheet For 1st And
Subsequent Performance Periods. Note: Thisisadual purpose
worksheet that documents costs for both Lines 7 and 11. Itis
produced under Line 7.

12. One-Time Conversion Costs

- Line 12, One-Time Contract Conversion Costs Worksheet.
Note: Thisworksheet isonly produced for in-house to contract
cost comparisons.

- Lines6 and 12, One-TimeIn-House And Contract Conversion
Costs Worksheet. Note: Thisisadual purpose worksheet that
documents costs for both Lines 6 and 12. It is produced under
Line6.

13. Gain on Assets

- Line 13, Gain on Assets Worksheet (Capital And Minor Items)

14. Federal Income Tax (Deduct)

- Contract/ISSA Price (Line 9) And Federal Income Taxes (Line 14)
Worksheet.

Note: Thisisadual purpose worksheet that documents costs for
both Lines 9 and 14. It isproduced under Line9.

15. Tota Contract or ISSA Costs

COMPARE entersthe sum of Lines 9 through 14. No worksheets
are produced for thisline.
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Attachment 2

REVIEW OF CONVERSION DIFFERENTIAL CALCULATIONS

COMPARE automatically computes the converson differential using the below listed formulas. These
formulas are used by the Independent Reviewer to vdidate the conversion differentid entry.

FORMULASFOR COMPUTING THE MINIMUM CONVERSION
DIFFERENTIAL

Definition of Formula Variables

Variableand Variable Name Worksheet Or Individual Record Source

A = Total Personnel Costs From Line 1 Line 1, Personnel Costs Worksheet for 1st and Subsequent
Performance Periods (End-Of-Report Summary Total)

B = Ratio of Added Personnel Costs Related | This representstheratio of Line 1 personnel costsrelated to
To An Expansion the expansion divided by Line 1 total personnel costs.
Example: $500K (personnel costs related to expansion ) /
$2.1M (total line 1 personnel costs) = .238. |mportant:
Whenever a cost comparison involves amix of existing in-
house, contract, new or expanded requirements, or assumes
full or partial conversionsto in-house performance, each
portion is addressed individually and the total minimum
differential is calculated accordingly. When using the
COMPARE software program, these type of cost
comparisons are treated as expansions to permit COMPARE
to individually address and appropriately calculate each
portion.

C = Cost Differential Factor 10% (or $10M, whichever isless). Thisentry may bea
negative or positive value. It will be a negative value when
in-house personnel costsrelated to an expansion (as
specified by value B) are less than 50%.

X = Conversion Differential Theresult of the computations.
Formulas Applied to Each Type of Cost Comparison
Typeof Cost Comparison Formula

In-House To Contract (i.e., when the X =A* Cor$10M, whichever isless
entry for data dement 10a of the Study
Characterigticsrecord is“1”).

Expansion (i.e, when theentry for data (X =(A* B* C)-[A* (1-B) * C] or $10M, whichever isless
element 10a of the Study Characteristics
record is“E”).

Contract To In-House (i.e., when the X =A* Cor$10M, whichever isless
entry for data element 10a of the Study
Characterigticsrecord is“C”").

New Reguirement (i.e, whentheentry ~ |[X =A* Cor $10M, whichever isless
for data dement 10a of the Study
Characterigticsrecord is“N”).
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Attachment 3

REVIEW OF STREAMLINED COST COMPARISONS (SCCs)

1. General. Thisattachment outlines the review procedures for an A-76 streamlined cost comparison.
Essentidly, the streamlined cost comparison process is authorized for CAs that are regularly performed
by contract. Thus, it assumes that existing fixed price contracts can be used, with only minor
modification, to define the scope of the competition and to avoid the need for development of anew
PWS or aformd solicitation.

2. Criteriafor Performing Smplified Cost Comparisons. Streamlined cost comparisons are
limited to activities that meet the following criteria

The CA mugt involve 65 FTES or less.

The CA will compete largely on alabor and materid cost bas's such as, but not limited to,
custodid, grounds, refuse, pest control, warehousing, and maintenance services.

The CA iscommonly contracted, e.g., there are not less than four comparable AF contracts
of the same genera type and scope and the range of the existing service contract costs are
reasonably grouped.

The CA will not require purchase of significant capita assets or dl equipment requirements will be
government furnished and contractor operated (GOCO).

3. General Overview of Process:
HQ USAFXPMR approva is obtained, and theinitiative is publicly announced.
The current in-house organization is certified as an MEO.

The Government cost estimate, based on an dl civilian workforce, is developed, and dl
required signatures (including MEO certification) are obtained.

The Government cost estimate is independently reviewed.

The servicing Manpower and Qudity Office provides the Government cost esimate, in a
sedled envelope, to the contracting officer.

The contracting officer develops arange of contract cost estimates based upon not less

than four comparable service contracts or ISSA offers. Adjustments for differencesin
scope may be necessary.  The contracting officer is not required to issue asolicitation. 1
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the contracting officer finds that four comparable contracts or ISSA offers are not
available, the contracting officer may issue a solicitation. The solicitation will include the
following statement: “The solicitation will be canceled if bids/proposals received are
higher than the current cost of in-house operations.”

The contracting officer provides the contract or ISSA price to be entered on the Cost
Comparison Form.

The cost comparison form is completed, reviewed by the independent reviewer and
returned to the contracting officer.

The Contracting Officer announces the results of the cost comparison.
The Adminigrative Apped Processisinitiated.
For in-house decisions, post-MEO Reviews are performed.
4. Independent Review of SCCs. The procedures for an SCC and its associated independent
review differ markedly from those of afull cost comparison. Neither a PWS nor Management
Plan/MEQ isrequired. To review an SCC:
Firgt, determine the answers to the following questions:
Has written HQ USAF/XPMR approva been received?
Does the CA involve 65 FTES or less?
Will the CA compete largely on alabor and materid cost basis?
Isthe CA commonly contracted, e.g., there are not less than four comparable AF
contracts of the same genera type and scope and the range of the existing service
contract costs are reasonably grouped? Note: While the reviewer should posethis
question, ultimately the contracting office should make this determination. The reviewer

sarves as areasonable check on this determination.

Will the CA NOT require purchase of sgnificant capital assets or will al equipment
requirements be government furnished and contractor operated (GOCO)?

If the udy involves an in-house to contract conversion, are costs based on the current
organizaion?

If you answered “No” to any of the questions above, notify the servicing Manpower and Quality Office
that an SCC is not gppropriate.
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Secondly, review the COMPARE documentation. Determineif dl cogts have been appropriately
documented and dl required sgnatures obtained. Notify the servicing Manpower and Quality
Office or preparer of the cost comparison of any discrepancies found. Inan SCC, entriesfor only
certain cost comparison form line numbers are completed. These line numbers, however, must be
completed in accordance with attachment 1 of this chapter. These are:

Cost of I n-house Performance.

Line 1, Parsonnd Cogsts. Costs must be based on an dl civilian workforce and include the
cost of in-house FTEs as well as Contract Administration FTES (if any) for subcontracts
to be used by the activity under study.

Line 2, Material and Supply Costs. Must include the cost of itemsto be used by thein-
house activity, but withheld from a potential contract or ISSA provider. For subcontracts,
entry must dso include the cost of Government-furnished materids and supplies, aswell
asthe cogt of materids and supplies used by contract adminigration to administer these
subcontracts.

Line 3, Other Specificaly Attributable Costs. May only include the price of subcontracts
(if any) to be used by the in-house activity and the cost of Government-furnished
equipment and facilities. Should dso include the other costs (if any) incurred by Contract
Adminigration to administer these subcontracts.
Line 4, Overhead Costs.
Line 8, Totd In-House Codts.

Cost of Contract or | SSA Performance.
Line 9, Contract or ISSA Price. Includesthe price provided by the contracting officer.
This price may represent ether the estimated or actual contract or ISSA price. If an
estimated priceis used, it is based on the contract price range developed by contracting
officer. If anactud priceisused, it is based on prices received from aformd solicitation.
Line 10, Contract Administration
Line 14, Federd Income Tax (Deduct)
Line 15, Tota Contract or ISSA Costs

Decision
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Line 16, Minimum Converson Differentid

Line 17, Adjusted Total Cost of In-house Performance
Line 18, Adjusted Total Cost of Contract Performance
Line 19, Decison - Line 18 MinusLine 17

Line 20, Cost Comparison Decison
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Attachment 4

REVIEW OF COST ESTIMATES FOR DIRECT CONVERSIONS

1. Criteriafor Performing a Direct Conversion. Thedirect conversion of an activity from in-house
to contract or ISSA performance is permitted when:

It is completely performed by military personnd, and there are no critical military skills or
unsatisfactory rotation index skill involved:; or it is completdly or partidly performed by 10 or
less Air Force gppropriated fund civilian employees and any number of military and/or
nonappropriated fund employees.

It involves the purchase of services from a qudified nonprofit agency serving people who are
blind or with severe disahilities, or afirm with 51% Native American ownership (10 USC,
2461), regardless of the number of military and/or civilian employeesin the in-house workforce.

The converson is cost effective.

| mportant: A conversion from contract or ISSA to in-house performance may only be judtified by a
cost comparison or for nationa defense reasons (i.e., readiness - under which case acost comparison is

not required).

2. General Overview of Process. A direct converson generaly involvestwo mgor steps. These
are:

Step 1. Market Analysis. The contracting officer performs a market andyss that compares the
current cost of in-house operations to potential contract or ISSA performance codts.
The stepsin this process are:

A Government cost estimate, based on the current organization and workforce (military
and/or civilian), is developed by the functiond OPR and servicing Manpower and Quality
Office. An MEO is not developed nor is the current organization certified as an MEO.

The Government cost estimate is independently reviewed.

The servicing Manpower and Qudity Office provides the Government cost estimate
(induding the COMPARE Edimate of Maximum Acceptable Contract Bid Prices) ina
seded envelope to the contracting officer.

The contracting officer develops arange of contract cost estimates based upon not less than
four comparable service contracts or ISSA offers. Adjustments for differencesin scope
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may be necessary. If the contracting officer finds that four comparable contracts are not
available, the processes itemized in step 2 (Solicitation for Bids/Proposas) areinitiated.

The contracting officer opens the Government Cost Estimate and provides to the servicing
Manpower and Quadlity Office both the Government Cost Estimate and the contract or
ISSA cost estimate (based on the results of the market analysis) to be entered on Line 9.

The cost comparison form is completed by the servicing Manpower and Quality Office,
reviewed by the independent reviewer, and returned to the contracting officer.

The contracting Officer reviews the results of the cost comparison. If the cost comparison
indicates:
In-house performance is less expengive, the activity is retained in-house provided
the number of military and gppropriated fund civilian FTEs in the activity do not
exceed 10 (nonappropriated fund positions are not counted againg this threshold).
Otherwise, afull cost comparison isinitiated.
Contract performance may be least expensve:
HQ USAF/XPMR approvd is requested for the direct converson.

Step 2, Solicitation for Bids/Proposals.

HQ USAF/XPMR approvd isrequested (if not aready obtained) for the direct conversion.
A public announcement is made.

A PWSisdeveloped.

The contracting officer issues a solicitation for bids/proposas. The solicitation includes the
following statement: “The solicitation will be cancded if bids/proposals received are higher

than the current cost of in-house operations.”

The price of the selected contractor or ISSA provider is provided to the servicing
Manpower and Quality Office for entry onto the cost comparison form.

The cost comparison form is completed, independently reviewed, and returned to the
contracting officer. If the cost comparison (based on the solicitation) indicates:

In-house performance is less expensve, the activity is retained in-house provided
the number of military and gppropriated fund civilian FTEs in the activity do not
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exceed 10 (nonappropriated fund positions are not counted againg this threshold).
Otherwise, afull cost comparison isinitiated.
Contract performanceis least expensve, the activity is outsourced.

3. Independent Review of Direct Conversions.

Step 1, Mark et Analysis.

Determine answers to the following questions:

Doesthe CA involve 10 or less gppropriated fund civilian employees? Thereisno limit
on the number of military and/or nongppropriated fund civilian employees involved.

Is the Government cost estimate based on the current organization and workforce
sructure (i.e., an MEO was not developed).

If either of these answersis“Na”, notify the servicing Manpower and Quality Office thet the activity
does not meet the requirements for a direct conversion.

Review the COMPARE documentation. Asaminimum, determineif al costs have been
appropriately documented in accordance with Attachment 1 of this chapter, and dl required
sgnatures obtained. Except as shown below, al cost comparison form line numbers are
completed and the procedures in Attachment 1 of this chapter apply. Exceptions:

Line 9, Contract or 1SSA Price. During the market andys's phase, this price
represents the estimated contract or 1SSA price developed by the Contracting Officer.

Line 16, Minimum Conversion Differential. I mportant: The minimum converson
differentid isnot gpplied. Therefore, thisline should not contain an entry.

Lines 22 through 26, Signatures. Signatures are obtain for lines 11 through 26. A
sgnatureis not required for Line 21 (In-house MEO Certificetion)

Step 2, Solicitation for Bids/Proposals.

Determine answer to the following question: Has HQ USAF/XPMR approva been
received for the direct converson? If the answer is“No”, notify the servicing Manpower
and Quadlity Office that the independent review cannot be completed until receipt of
gpproval.

Review the COMPARE documentation. With one exception, the COMPARE
documentation review proceduresin Step 1 above apply. Exception: Theentry onLine9



(Contract or ISSA Price) will be the actua price (not market andys's estimate) selected by
the Contracting Officer from the solicitation of bids/offers.
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Attachment 5

REVIEW OF COST ESTIMATESFOR
DETERMINING FAIR AND REASONABLE CONTRACT PRICES FOR NEW
SERVICES

1. General. When soliciting for new service contracts, the contracting office requires functiona OPRs
to develop an estimate of coststo be used in judging the fairness and reasonability of potentia contract
prices. These are contracts for services not currently performed by an in-house activity, nor which the
Government wishes to perform using Federd employees. However, when the Government is
competing for the right to perform these services, afull cost comparison must be performed and the
review procedures described in this attachment do not apply.

2. Criteriafor Performing a Direct Conversion. The serviceto be solicited is not currently
performed by amilitary and/or appropriated fund civilian workforce, and the Government is not
competing for the right to perform the service.

3. General Overview of Process:

A PWS and conceptuad MEO (based on an dl civilian workforce) are developed. A
Technical Performance Plan (TPP) is not devel oped.

The Government cost estimate is developed by completing only those Cost Comparison Form
Line numbers associated with In-House Performance Codts (i.e., Lines 1 through 8.)
Government Contract or ISSA Performance Codts (i.e., Lines 9 through 15) are not
developed. 1t may be developed by the functiona OPR in consultation with the servicing
Manpower and Quality Office.

The Government cost estimate isindependently reviewed by Financid Management, if
requested. This requirement, however, is optiond and is a decison of the Contracting Officer.

The servicing Manpower and Qudlity Office or functiond OPR provides the Government
cost estimate, in a sealed envelope, to the contracting officer.

The Contracting Officer issues a solicitation and determines the fairness and
reasonableness of private sector bids or offers received.

A contract isissued if prices recelved are consdered fair and reasonable. If prices
received are not considered fair and reasonable:

A re-evduation of the Government Cost EStimate may be requested, or
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A full cost comparison conducted to judtify in-house performance.
4. Independent Review of Cost Estimatesfor New Services.
Firg, determine the answers to the following questions:
Is the Government competing for the right to perform the service? If yes, return to the
servicing Manpower and Quality Office or functional OPR, and indicate afull cost comparison
must be conducted.
Are costs based on a PWS and conceptual MEO? If no, return to the servicing Manpower
and Quadity Office or functiona OPR, and indicate absence of these documents does not
permit proper performance of an independent review.

Secondly, review the COMPARE documentation. The procedures in Attachment 1 of this chapter
apply except asfollows:

I n-House Performance Costs. Only Lines 1 through 8 are completed.

Contract or 1SSA Performance Cogts. Lines9 through 15 are left blank.

Decision. Lines 16 through 20 are left blank.

Minimum Conversion Differential (Line16). lmportant: No entry ismadeto thisline.

Signatures (Lines 22 and 23a). Signatures are obtained for Line 22 and when  independently
reviewed, Line 23a
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